





A SURE-RITE SHORT-SHORT COMPLETE ON THIS PAGE 


Reading time 
2 minutes 17 seconds 


len smiled to herself as she 
watched the small hand of 
the huge office clock slowly 
approach five. It’s all ‘over, she 
mused, the end of a wonderfully 
perfect day. 

After replacing the plastic 
cover on her typewriter and stack- 
ing her pencils neatly in her desk 
drawer, Helen paused a few mo- 
ments to once again relive 
events of the past few hours. 

She could visualize the sur- 
prised and slightly embarrassed ex- 
pression she must have had on her 
face when the president of the firm 
called her before the whole office 
gang. And when he presented her 
with a corsage and said all those 
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the her face had turned a fe 
Yet, reflected Helen, it’ 


mented by everyone from the | 
boss down—even with the blus 
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“The president of the 
firm called her before the 
whole office force.” 


~Yyou'll be able to afford that smart ; 
¥ew vacation wardrobe you never 4 


thought you'd get. é 
“Funny,” thought Helen, as she » a 


- unéonsciously rearranged her new = 
id for the umpteenth time, “it 

seems the whole thing started when 
~“Tréad that ad on the new Sure-Rite 

Gréen Film stencil. I sent for a free 

samiple, and it worked so well that 

I told Mr. Williams, the office man- 

ager about it. It was so easy to use 

—no sticky stencils—thanks to seal 
tabs—and it actually gave up to 
15,000 runs on one stencil...sharp, 
clear, black copy, the kind the boss 
really goes for. And when Mr. Wil- 
liams ordered some, all the girls in 
the office said that the green color 
Was so easy-on-the eyes, that they 
d do their work faster and bet- 
es,” philosophized Helen, 
her orchid again with 
tary’s life is a grand 
when you have 
F, Williams, the big 
gang, and Sure-Rite 
iim Stencils to work with.” 
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COVER STORY 


The chemical industry, including such 
related industries as drugs, medicine, re- 
search, cosmetics, and textiles, is another 
of our nation’s vital links. We express 
our gratitude to those secretaries em- 
ployed in these industries and dedicate 
this month’s cover to them. 
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“What can CPS do for me?” Have you been asking and 
wondering? I've heard this asked at State and Regional 
Meetings, National Conventions and in my own Chapter 
and I'M mad—angry-mad and lost-my-reason mad—and 
getting more so every time I hear it! 

I know every one of you contributes often and generously 
of your time, money and energy to various charitable and 
social service programs. Do you ask, “What's in it for me?” 
Are you trying to buy a place in heaven by contributing to 
your church? Are you expecting the Community Chest or 
Red Cross to give you a handout? Are you doing nurses’ 
aid or USO work with the idea, “What can it do for me?” 
No, of course not. You do these things because there is 
pleasure and satisfaction in unselfish service. 

I know every one of you purchases health and hospitali- 
zation insurance, fire insurance, collision and theft on auto- 
mobiles. Yet you don’t purchase health insurance because 
you plan on becoming ill—you don’t contact the fire insur- 
ance company when your possessions are in flames—nor do 
you buy collision insurance with the express purpose of 
smashing into someone's car. Insurance is protection. 

Every NSAer had a definite part in the conception of 
CPS. It’s our baby! Every proud parent sells the qualities 
of his offspring to all. Where is your parental pride? 

Let’s substitute the unselfish attitude of “What can I do 
for CPS?”—make it our pet project. Let's take the exam- 


I DARE YOU! 








by LILLIAN CLINTON 
BUFFALO CHAPTER 


ination as a form of insurance and protection for our fu- 
tures. And, let's be proud parents and talk up CPS! 

If you take the unselfish attitude, the opportunities de- 
rived are unlimited! When I took the examination I 
thought my future was assured and did not need a certifi- 
cate to prove I was a secretary. Nothing is certain, how- 
ever, and the firm I was with liquidated and believe me I 
am glad I have CPS. Its acceptance is far beyond our wild- 
est dreams for the infant that it is. Business people are 
enthusiastically proclaiming that it is fulfilling a long-felt 
need. Every recipient of the coveted certificate is command- 
ing new respect. And the more of us who possess CPS, the 
stronger the title will become. There is strength in number. 

Are you afraid you may not successsfully complete the 
exam? So was I and everyone of the 287 “guinea pigs!” 
The girls who were not successful in completing the exam- 
ination are not failures. They are working at their regular 
jobs or better ones and each one has accepted the challenge 
of preparing for the October examination with a vengeance 
of study. That is success in itself for our ultimate aim is 
betterment. The end result of the exam is not the certificate 
any more than is the end result of college a sheepskin— 
they are but the beginning of learning and opportunity. 

I challenge you—yes—I dare every one of you to study 
for the examination. Let's make our aim, “Every NSAer 


a CPS.” 








SEATTLE 1953 CONVENTION SITE 


SEATTLE, only a century old, is new; its resources 
haven't begun to be tapped; its beauties are not man made, 
but are the beauties of nature; it sits as the principal me- 
tropolis of the northwest corner of the United States as a 
rail, air, and sea terminal, which has made it mature to the 
twentieth largest city in the United States, beyond the nor- 
mal advancement of a city just one hundred years old. 

It would be impossible to enter the Port of Seattle, the 
railroad stations of Seattle, or the new Bow-Lake air term- 
inal and remain within the city for any period of time 
without becoming aware of its beauties. 

People enhance their lives by living atop the many hills 
where they enjoy a view of three different mountain ranges; 
or augment their lives by living on the water fronts of the 
city—along the salt water beaches of Puget Sound; the 
fresh water beaches of Lake Washington; and over the 
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world-famous floating bridge along Mercer Island shores. 

It is only a matter of hours from Seattle to Lake Louise 
and Banff in Canada; to Ketchikan, Juneau and Anchorage, 
in Alaska; and to San Francisco and Los Angeles in Cali- 
fornia. Within driving distance of the city one can spend 
a weekend at any one of many ranches or at the ocean: fish 
in many natural streams all over the Northwest; hike the 
unexplored Olympic Range. 

There is a choice of diversified programs for spending 
free evening hours. Movie houses, including several first- 
run theatres, a vaudeville showhouse and foreign film the- 
atres quell the thirst for adventure. The Metropolitan The- 
atre and the Moore Playhouse, or even climbing aboard the 
University of Washington Showboat, promise an evening 
of cultured entertainment, be it ballet, plays, opera or edu- 
cational movies. 
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The perfect typewriter for the perfect 

- secretary:—the Remington Electri-conomy! 
Its butterfly touch and electric 

(To t-{- Mo} Meojol-puediloyeM ol-sucehimzelt mom ibtae! 

out letters and reports as neat 

fete olece(-BboMem aigestelemeclesettled Mmmm bel 

a fraction of the time it used to take... 

and with lots less effort. Truly a 

typewriter to fall in love with! 


Send for FREE color brochure 
vseaury anp THE Best’ (RE @2) I Mi Reoggerpeaytore. Mhearsl 
without obligation, of course. Ad- mw Cc. 


dress requests to Room 2318, 315 


Fourth Avenue, New York 10, N. Y. 
THE FIRST NAME IN TYPEWRITERS 















One of the youngest presidents of a major 
domestic airline, J. H. Carmichael, in the 
space of four years, brought Capital from 
a near bankrupt state to a leading position 
among the scheduled airlines of the nation. 
Mr. Carmichael took command of Capital 
Airlines October 1, 1947. Always progres- 
sive, he is responsible for paving the way 
for mass travel by air. His company in 1948 
inaugurated the first domestic air coach 
service which, since then, has been adopted 
by all the major scheduled air carriers. 

Born in Newark, New Jersey, on April 2, 
1907, Mr. Carmichael graduated from Suf- 
field Military Academy and, later, took 
courses at U. C. L. A. He became fascinated 
by flying the first time he saw a plane and 
learned to fly in 1926 when the average per- 
son regarded the airplane as a curious mode 
of transportation. Prior to that time, he had 
worked as a miner, a clerk, and had done 
quite a bit of farming. Capital's President 
maintains a farm at Leesburg, Virginia, 
where he raises Angus cattle. 

Mr. Carmichael married the former Jessie 
Northrup of Bangor, Michigan, in 1930, and 
has two daughters, Judy and Joan. 
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What Capital Airlines 
Expects of a SECRETARY 


The modern American secretary has attained such an indispensable 
role in business and industry that, in many instances, her position has 
assumed important managerial aspects. Through her own diligence and 
initiative, she has transcended her initial sphere and function which 
were essentially to transcribe shorthand notes and serve generally as an 
office file clerk, to an executive capacity involving a multitude of ad- 
ministrative responsibilities. 


The transition from stenographer to secretary and beyond, within 
Capital Airlines, has occurred predominantly during the past ten to 
twelve years. Prior to World War II, only stenographic and clerical 
positions were generally open to women in the airline industry. Air 
Hostesses were the only other exception, but these jobs were limited 
to Registered Nurses who were otherwise qualified. Capital Airlines 
was the first air carrier to drop the nurse classification as a requisite to 
a flying career. 


The shortage of manpower during the war necessitated the hiring 
of women for positions previously the exclusive prerogative of men. * 
Women. took over jobs in reservations, ticket offices, commiunications, 
meteorology and other fields and performed this work so well that the 




















only fluctuation in the degree of efficiency with which the 
airline operated was upward. It proved to be a revealing 
experience. 


In the years following the war, women moved into super- 
visory and other key positions as the scope of their airline 
knowledge and abilities increased. And the achievements of 
our secretaries have progressed in a similar pattern. 


Fundamentally, the executive secretary in Capital Air- 
lines is an administrative assistant to her immediate su- 
perior. In most instances, she is directly responsible for the 
smooth flow of work and the coordination of office activ- 
ities. She is fully acquainted with the operation of the de- 
partment to which she has been assigned and is frequently 
called upon to make important decisions. Because of the 
technical nature of airline operation, she is equipped with 
a perception and knowledge which come only from a long 
period of experience and association with aviation. 


In addition to an understanding of the over-all functions 
of an airline, the secretary becomes a specialist in her own 
field. Women assigned to Maintenance, Operations, Traffic, 
Sales, Treasury, Public Relations or any one of many de- 
partments become thoroughly acquainted with the technical 
language of airline operation. Because she is able to trans- 
late quickly this phraseology into a practical application, she 
becomes a working member of the department staff. She 
responds readily to the requests of staff members and can 
be relied upon to be of genuine assistance in the perform- 
ance of all department duties. She is cooperative and cap- 
able of participating in routine business without excessive 
instruction. 


The Capital Airlines’ secretary must be a person with the 
sensitivity and the skill of a diplomat. She must be able to 
handle all visitors to the office with a delicacy that will 
avert any ill-will or misunderstanding. She must be able to 
distinguish quickly between callers on urgent and essential 


business and callers whose business can be handled more 
efficiently through some other channels. In this respect, her 
understanding of the over-all operation of the airline is of 
immeasurable value to her and to her company. At no 
time should she assume the role of a sentry guarding the 
inner office. As she screens callers, she must be able to im- 
press these visitors with the thought that they are all wel- 
come but that perhaps their business could be expedited by 
some other person. Not an easy job, by any means. 


A secretary, by virtue of her position, is intrusted with 
many matters of a confidential nature. As an administrative 
assistant she must possess a sound judgment and be able to 
discern between those matters which are private and those 
which are for public consumption. In this connection, loyal- 
ty plays a significant part. Her loyalty to the executive for 
whom she works is of such obvious importance that it 
would hardly seem to deserve mention here. Certainly she 
must be loyal to her position and loyal to her company. No 
information which might create unfounded gossip or un- 
happiness must be allowed to seep outside her office doors. 
On the other hand, she must willingly cooperate with her 
fellow workers never giving the impression that she is 
withholding inside information. At all times, she must re- 
member that her attitude often reflects the moods of her 
immediate superior and she must be careful not to provoke 
any misunderstandings by a display of emotions. Stability 
is an integral part of her attitude. 


The personality of a secretary is important in any busi- 
ness, but it is of particular significance in an airline. One 
of the competitive advantages of an airline is a “company 
personality” which will warm its patrons and induce its 
passengers to fly it in preference to another carrier. That 
personality finds expression in the personalities of the 
organization’s secretaries. The attitude of Capital's secre- 
taries mirrors the attitude of the company and helps to set 
a pace for the entire airline. 


This boils down to one of the company’s principal 
themes: “everyone in Capital is a salesman.” This code of 
operation is meant to apply to every individual person 
working for the airline and is most particularly applicable 
to those people not directly assigned to the sales depart- 
ment. The successes which Capital has enjoyed stem to a 
real degree from this theory which has endowed the airline 
with a “company personality” that makes friends easily. 


The secretary who is imbued with this philosophy finds 
her work easy and pleasurable. She finds herself a member 
of an organization which is inspired to achieve a maximum 
success through teamwork and singleness of purpose. 
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THE SECRETARY 


TIME FOR INVENTORY 


Each one of us, whether we are secretaries or teachers, 
sales personnel or executives, need occasionally to make an 
honest evaluation of her capacities and abilities—to take 
inventory and see in what direction she is heading. Whether 
you have been a secretary for one year or ten, it is well to 
pause and ask yourself this question, “Am I a better secre- 
tary this year than I was last year? Will I be a better sec- 
retary next year than I am now?” 

I am willing to predict that ten years from now some of 
the secretaries I know will be in the same positions they 
are in now—at approximately the same salaries. Some of 
my other secretarial friends will be holding positions of far 
greater responsibility at a much higher income because of 
the program they are now following. They have made a 
self-appraisal of their abilities and are taking steps to im- 
prove those areas in which they have found themselves 
weak. Here are some of the questions we would all do well 
to consider in our self-appraisal. 

1. Are you keeping your skills “razor sharp?” 

We need to remind ourselves occasionally that the 
basic secretarial skills enabled us to obtain our positions in 
the first place. We should certainly put forth enough effort 
to preserve them. And those of you who are willing to study 
to improve may find this study will mean extra dollars and 
cents in terms of a promotion or better job. 

2. How much do you know about the business for which 
you work? Of course your answer will depend partially 
upon how long you have been working for your company. 
But you should be sufficiently interested in your company 
to want to learn about the business. A secretary in an insur- 
ance firm should learn something about insurance; a secre- 
tary in a law office should know some law; a secretary in an 
oil company should learn something about the oil business. 
No matter what type of company you may be working for, 
as long as you are with that company, you should continue 
to learn on the job. Not only will this give you a better 
understanding of the problems of your employer, but it will 
prepare you for a promotion when the opportunity comes. 

3. Do you organize your work? Do you put first things 
first? The wise secretary does the important jobs first. The 
unimportant details may be handled afterward. An efficient 
secretary plans her work well in advance. In this way im- 
portant weekly and monthly reports are completed without 
disrupting the entire office procedure. I once worked in an 
office where the executive secretary postponed preparing 
some important financial reports because she did not like 
bookkeeping. When some government officials appeared to 
check the office operations, several extra clerical workers 
had to be employed to complete the records before the 
deadline. The whole office staff was tense and working un- 
der extreme pressure. Had these important records been 
prepared at the proper time, there would have been fewer 
errors and less overtime. The secretary who organizes her 
own work can often help her employer organize his also. 

4. Does your office equipment contribute to maximum 
production? For instance, how high is your typewriter from 
the floor? If your typewriter is on the top of your desk, the 
desk top should be 28 to 30 inches from the floor, depend- 
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by DR. RUTH I. ANDERSON 
Head, Business Education 
Texas Christian University 


ing on your height. The typewriter which slides out on a 
shelf from one side of the desk is frequently much too low 
for maximum efficiency. If your arms slant down instead 
of sloping upward when you type (a slope of 45 degrees is 
about right), you will become more easily fatigued. In 
most instances—unless you are unusually short—you would 
do better to place the typewriter on the top of the desk. It 
may seem awkward at first, but in just a short time you'll 
be surprised how much less fatigued you are after long 
periods of typing. 

Can you answer the telephone without rising from your 
desk? This is a “must” for any efficient office. When you 
consider the number of times the selephone rings in most 
offices, you can quickly see how much time and energy are 
wasted when the telephone is not within arm’s reach. 

Do you have sufficient working space on your desk? If 
you are to have efficient working habits, you must have ade- 
quate space. A small typing table with a single ledge is 
certainly inadequate. And if you do have a suitable desk, do 
you use it to good advantage? Is your material well organ- 
ized so you can work efficiently? 

5. Do you keep an inventory of the office supplies? 
Nothing is more annoying to an employer than to run out 
of materials just when they are most urgently needed. In 
the first office in which I ever worked we ran out of letter- 
heads—all because I had failed to tell my employer the 
supply was running low! Do you keep the office supplies 
arranged in an orderly fashion? If there are several girls 
working in the office, do you have some method for check- 
ing out materials so you can always tell how much you 
still have in stock? 

6. Do you keep a secretarial handbook and a dictionary 
on your desk? You'll be surprised how much you can learn 
from these reference sources —everything from mailing 
rates to traveling information and how often you'll be need- 
ing these handy references. It’s smart to be prepared, and 
don’t think your employer won't appreciate it. He will. 

7. Do you take care of office callers promptly and effic- 
iently? Are you pleasant and courteous as well as prompt? 
And if the caller must wait to see your employer, do you 
try to make him feel at home? Do you have comfortable 
chairs and suitable reading material in the office? You can’t 
always tell from appearance just how important an office 
caller may be. Don’t keep him waiting indefinitely before 
you try to help him. (This is one of my pet peeves—having 
frequently been on the waiting end! ) 

8. Do you keep the office orderly? What does your desk 
look like? In one office in which I worked there was an 
ironclad rule that every secretary’s desk had to be cleared 
each night before leaving the office. I'll admit many times 
we just moved things from the top of the desk into the 
drawers, but the office did look better when we left. To 
this day, I like to clear the top of my desk before I leave at 
night. 

Have you cleaned your telephone lately? 

Have you sorted the magazines and destroyed those which 
are worn and out of date? (Continued on page 12) 
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f Ohh... What the boss eaid about me! 








} “Our new Dictaphone TIME-MASTER gave me the time to 
prove myself to the Boss. I took over some of his work and he 
said I handled it like a professional. He said all I needed was 
the time!” 











<2. “The Boss lets the TIME-MASTER take over his dictating. No 
buzzing me away from work of more immediate importance. 
With more time, my work is better and it’s lots easier now, 
too!”’ 





3. “Transcribing is a push-over. Every voice comes out 4.“ hear every word the Boss says; almost hear him 
crystal clear. The TIME-MASTER’s Magic Ear is light as one of thinking—on the Dictabelt, That’s TIME-MASTER’s easy-to-use 
those new wing-back earrings. And it doesn’t muss my hair, plastic belt record. I simply transcribe it—then file, mail or 
either!” throw it away!” 


Make your job of more importance to yourself and your boss. machine—makes your work easier. Send for your free copy 
Find out how the TIME-MASTER—world’s most popular dictating of ‘Letter Perfect,” the 76-page secretarial handbook, today! 
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| Dicaaphone Corp., Dept. T-82 
DICTAPHONE 


420 Lexington Ave., N. Y. 7; tb ¥. 
THE GREATEST NAME IN DICTATION 


Please send me my free copy of ‘‘Letter Perfect.” 


Your Name 





Cc 
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Street Address 





City & Zone State. 
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Above. Mayor Allan W. Denny presented Proc- 
lamation to Retiring President Mary Holstad, 
Hawkeye Chapter, Des Moines, Iowa. 


Above is pictured one of the many “Secretaries 
Day” Luncheons held throughout the country. 
106 persons attended this luncheon held by the 
Birmingham, Alabama Chapter. 


Below. At the election of officers for the De- 
troit Chapter, Edna B. Brown was elected Pres- 
ident. E. M. Thal, District Manager of Dicta- 
phone Corporation, presented her with an 
award which made her Secretary of the Year 
in Detroit. Edna worked with Mr. Thal as Co- 
Chairman on National Secretaries Week and 
this honor was bestowed upon her as a high- 
light of the week. 


Seated at the typewriter, pre- 
paring a proclamation for 
National Secretaries Week, 
is the Honorable Earl Link- 
ogle, Mayor of Alton, IIli- 
nois. Also in the photo, left 
to right, are: Phyllis Jones, 
President; Ruby Morten, re- 
tiring President; Viola Well- 
ing, Treasurer; Peggy Ham- 
by, Recording Secretary and 
Lovetta Beck, Corresponding 
Secretary. 


When Mayor John Butler 
proclaimed June 1-7 as Na- 
tional Secretaries Week in 
San Diego he honored sec- 
retaries from various organ- 
izations. Left to right: Jen- 
nie Ichneberger, Executive 
Secretaries; Mrs. Leo P. Mur- 
tha, NSA; Francis E. John- 
son, Legal Secretaries, Inc.; 
Katherine Kirkpatrick, Med- 
ical Secretaries, Inc. 
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Above. Officers of the Montgomery, Alabama Chapter witness the Above. Shoreland Chapter, Waukegan, Illinois in- 


signing of the Proclamation by Governor Gordon Persons. stalled new officers on National Secretaries Day at 
dinner held at the Waukegan Elks Club. The Club, 


traditionally closed to women on Wednesdays, opened 
its facilities for the occasion as tribute to the secre- 
taries. The new officers, left to right: Alberta Lash- 
brook, Recording Secretary; Mrs. Lawrence C. Hett, 
Corresponding Secretary; Mrs. John F. Papan, Presi- 
dent; Mrs. William Lewis, Vice President; Mrs. Berta 
Ward, Treasurer. 





National Secretaries 





Week JUNE 1 TO 7, 1952 








Right. Providence Chapter 
President Mildred F. Jetter 
accepted the Proclamation 
from Dennis J. Roberts, 
Governor of Rhode Island. 
Mrs. Mary T. Young, CPS, 
and Armand H. Cote, Sec- 
retary of State looked on 





Left. Virginia K. Eich, President of the Pagoda Chapter, Reading, Penn- 
sylvania, handed the pen to Honorable James B. Bamford, Mayor of the 
City to sign the Proclamation. T. A. Donnelly, Local Chairman of the 
Week smiled his approval. 







Bottom left. Left to right: Ethel M. Harris, President of the Scranton, 
Pennsylvania Chapter; Joseph P. Crynes, President, Scranton-Wilkes-Barre 
Chapter, NOMA; T. F. Dlugosz, Local Chairman of the Week and Branch 
Manager of Dictaphone Corporation; Marion Elmore, Vice President, Scran- 
ton Chapter listened to Mayor James T. Hanlon read the Proclamation. 








Below. Mayor Raymond E. Snyder proclaimed National Secretaries Week 
in Waterbury, Connecticut. Looking on, left to right: Dorothy Espelin, 
President; Emma Valasek, Education Chairman and Steve Hajdu, Chair- 


man of the Week in Waterbury. 
‘ “Sy. 
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Beauty is your Business 
by GEORGIA CASH 


The old saying that “Cleanliness is next to Godliness” is 
not an idle one. Next to being the most important aid to 
external beauty, cleanliness is a vital factor in helping to 
maintain radiant health. Cleanliness is absolutely necessary 
for skin beauty, hair beauty and teeth beauty. If the body 
skin is not kept clean and the pores are allowed to become 
clogged serious illness may follow. Cleanliness of mind is 
important personality; cleanliness of heart is necessary for 
charm. 

Almost as far back as history goes the bath has played 
a prominent part. At one time the church considered it 
very immoral to bathe and perfume the body. Luxurious 
private and public baths were maintained by the rich, and 
the ladies of the courts and harems spent many hours 
bathing their bodies and annointing them with fragrant 
oils. Many of the poor spent their entire lives without 
knowing the pleasure and sense of well being that comes 
of being immaculately clean. 

The problem of body cleanliness is very simple today. 
Even the poorest sort of dwelling has at least one bath— 
most of them have several. Hot and cold water just by turn- 
ing the tap is no longer a luxury that only the rich can 
enjoy—but is a part of the everyday life of us all. Yet, 
some people go several days without bathing—weeks with- 
out shampooing their hair—and give their skin, teeth and 
nails the most indifferent care. Fortunately, these people 
are the exceptions and not the general rule. Most of us ap- 
preciate to the fullest extent our modern plumbing and 
keep our bodies and clothing sweet and clean. However, 
although we bathe daily and keep our clothing immaculate, 
some of us have body odors which the daily bath does not 
entirely eliminate. Each person has a definitely individual 
odor which in itself is not unpleasant (haven't you walked 
into an empty room and received a definite impression that 
a certain person had just left it?) but under certain cir- 
cumstances this odor increases in strength and can become 
very noticeable. Nervous pressure, your diet, fear, worry 
and many other things can be contributing factors in in- 
creasing this body odor until it becomes obnoxious. Per- 
spiration odor may require the use of a deodorant—bad 
breath may be a sign that a trip to the dentist is necessary 
—strong foot odor may be a signal that internal disorders 
are present. Perspiration, mixed with the natural oil of the 
hair, sometimes causes the hair to sour and throw off ex- 
tremely unpleasant odors. Unfortunately, these changes in 
body odor come about gradually and the person concerned 
is usually not aware of them. Also, it is a very delicate sub- 
ject, and friends hesitate to mention it knowing it will cause 
embarrassment. 

So—the wise woman will check the danger spots daily. 
Feet, hair, armpits, etc. Be sure that your intimate clothing 
is fresh daily, and twice daily if you are a working woman 
and are going out again in the evening. Check outer cloth- 
ing for stale body odor or perfume before wearing them a 
second time. If these odors exist, do not risk offending. 
Send them to the cleaner or laundry and wear something 
else. Remember never to put perfume on clothing. Just a 
touch on the body (the inside of the elbow is a good place). 
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Time for Inventory 
(continued from page eight) 


9. Are you relaxed and poised in the office? Do you 
work well with the other employees? The secretary who is 
always tense has a disquieting effect upon the other office 
workers as well as upon her employer. Every job has its 
tense moments, but these should be the exception rather 
than the rule. If you are too tense and nervous, you may 
soon find your relationship with your fellow workers and 
your employer unsatisfactory. The whole tenor of the office 
reflects your own personality. If poise is not one of your 
natural attributes, make a definite effort to develop it. In- 
cidentally, you'll be less tired at the end of the day, too. 

10. Do you have a pleasing voice—or don’t you know? 
I would strongly recommend that every secretary have her 
voice recorded on a wire or tape recorder so she can hear 
how she sounds to others. Every secretary needs a pleasant, 
well-modulated voice. Think of the many telephone calls 
you make every day, often to persons whom you may never 
have met. How does your voice impress them? Is it high 
and shrill? Is it too low to be distinct? Or, as the Bell Tele- 
phone Company would say, do you have a “voice with a 
smile?” 

11. Do you anticipate your employer's needs and wishes? 
A good secretary is able to follow instructions accurately 
and quickly. But a superior secretary is often able to antici- 
pate some of these instructions and do many jobs which 
must be done in the office without being told. Next to de- 
pendability, probably no secretarial trait is more highly 
rated by employers than a willingness to accept responsi- 
bility, whether for important tasks or minor details. 

12. Do you keep a list of your spelling demons? Do, by 
all means. Study them frequently. If you can’t learn that 
“accommodate” has a double ¢ and m, then keep it on a 
card where it is handy when you are transcribing. 

13. Are you building a vocabulary notebook? One of the 
best ways to build a vocabulary is through making a defi- 
nite effort to do so. Allow time in your schedule for some 
constructive reading. Look up the meaning of those words 
you encounter in dictation or in reading with which you 
are not familiar. Review them frequently. You'll be amazed 
how much you can enlarge both your spoken and written 
vocabulary. But don’t forget to read. You'll build your vo- 
cabulary and also be well informed. 

14. Can you write a good business letter? If you can’t, 
enroll in a business letter writing course. Many cities offer 
such courses as part of their adult education program. You'll 
find a business correspondence handbook mighty useful too. 
A secretary who can handle much of the office correspond- 
ence is invaluable to her employer. 

15. Do you learn from your errors? Errors are costly. Be 
sure you understand the cause of the error well enough so 
that it will not occur again. 

16. If you were in your employer's position, how would 
you rate his secretary? Would you be willing to sign all 
the letters that she types? Would you consider her always 
well groomed and pleasant? Would you say she has a pleas- 
ing personality and the ability to work well with others? 
In short, would you be willing to pay her the salary your 
employer is paying you? 

Take time for an honest self-appraisal occasionally. You'll 
be a better secretary because you did. 
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MODERN OFFICE METHODS 





IMPROVED SEALER (107) 

“Envolabe” is as the name implies, a 
moistener suitable for labels, seals and 
other gummed surfaces as well as en- 
velopes. The “Water-Flo” brush assures 
the correct amount of water and has 
been treated to resist the deteriorating 
effects of water. 





SECTIONAL BOOKCASE (110) 

This steel, sectional bookcase is a com- 
pact unit which makes excellent storage 
space for reference books and magazines. 
Available in green or gray baked enamel 
finishes; walnut or mahogany grained 
finishes. 





NEW ROYAL MACHINE (113) 

Two new features, the dual tab con- 
trol—the “Magic” tabulator and Car- 
riage Control. The “Magic” tabulator 
gives the secretary the advantage of both 
finger and palm tabulation. Carriage con- 
trol can be adjusted to suit the job by 
turning an indicating dial. 





JOHNSON ADDING MACHINE (108) 

This new, electric, 10-key adding ma- 
chine has even-action touch, a ten-col- 
umn listing with an eleventh column 
total capacity. Finished in gray, it comes 
equipped with a durable steel case with 
a hinged top cover. 





FOLDING MACHINE (109) 

Davidson’s Model 120 office Folding 
Machine folds any size sheet from 3”x 3” 
to 10”x 14”, including stapled sheets of 
varying thickness. Motor driven, it is 
available with or without the stand and 
will fold from 6,500 to 20,000 sheets per 
hour depending on sheet size. 





TEL AUTOGRAPH (111) 

This transcriber transmits on business 
forms the filled in message from one 
point to one or many remotely located 
stations. At these stations, the same busi- 
ness form which is in the original tran- 
scriber appears. This enables actual busi- 
ness forms to be filled in and delivered 
simultaneously to all selected points. 


Hi 


Gentlemen: 


ROBOTYPER (112) 
The Robotyper is a mechanism that 


produces individually typed letters 
quickly and perfectly. As many as 150 
to 2000 letters can be typed in one day. 
The operator merely types in the name, 
address and salutation—the machine 
does the rest. 


a a 


610 Woop STREET 
PITTSBURGH 22, PA. 





- 


I would like further information on the items circled below: 
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Address 











Company Name 
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| NEWS.FROM THE FOUR CORNERS OF NSA . 


SOUTHEASTERN DISTRICT 
ObESsSA HENSON 
c/o Rich's 
Atlanta, Georgia 


Mayor D’Alesandro started off MON- 
UMENTAL CHAPTER, Baltimore, Mary- 
land, with an official proclamation for 
their celebration of National Secre- 
taries Week. TV and radio shows high- 
lighted the week. The entire Chapter 
was entertained by the Dictaphone 
Corporation, and President Regina 
Funk was the recipient of a lovely pen 
and pencil set. Regina and Virginia 
Lambrow have been re-elected for sec- 
ond terms as President and Vice Presi- 
dent respectively. Other officers are: 
Marjory Pacy, Corresponding Secre- 
tary; Marcie Scullen, Recording Secre- 
tary; Ruth Barnard, Treasurer. 


The big news from the BIRMING- 
HAM CHAPTER, Alabama, is that 20 
members drove to Gadsden, Alabama 
on June 26 for the installation of a 
new chapter. The ANNISTON CHAP- 
TER is official sponsor of the Gadsden 
group. BIRMINGHAM’s Secretaries 
Week Luncheon drew 106 secretaries 
and bosses. Wonderful newspaper re- 
sponse was received during the entire 
week. New officers elected by BIRM- 
INGHAM are: Clemmie Werts, Presi- 
dent; Ercile Martin, First Vice Presi- 
dent; Margaret Hardy, Second Vice 
President; Virginia Blair, Recording 
Secretary; Katherine Higgins, Corres- 
ponding Secretary and Gloria Forster, 
Treasurer. 

The O. HENRY CHAPTER, Greens- 


4A star 








At the regular monthly dinner meeting, 

the Executive Chapter, Washington, D. 

C. had as speaker, Jennings Randolph, 

former member of Congress from West 

—— Subject, “The Girl Behind the 
esk. 
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boro, North Carolina, has done two 
very notable things: presented a $100 
scholarship to a high school graduate 
to further her secretarial education, and 
donated a loving cup to the first an- 
nual Fine Arts Festival of Guilford 
County, as the first award in the field 
of humorous writing, prose or poetry. 
Lots of publicity for National Secre- 
taries Week for this Chapter. A five 
picture spread in the newspaper, a 
steak dinner (from the bosses), and 
displays in 12 store windows. 


The LOUISVILLE CHAPTER, Ken- 
tucky, was hostess to a state-wide meet- 
ing May 18, the following chapters 
being represented: LEXINGTON, Cov- 
INGTON and LOUISVILLE, Kentucky. 
This Chapter received more publicity 
during National Secretaries Week than 
ever before. Incoming President, Thel- 
ma McGrath, Betty Katzman and 
Martha Avery covered a 15 minute 
TV show, and Mr. Barry Bingham had 
editorials in both the Courier-Journal 
and The Louisville Times, as well as 
regular news items. Station WAVE- 
TV honored all secretaries and stenog- 
raphers at a picnic June 4. Local gals 
are eager to “join up” as the result of 
this fine publicity. 

Governor Gordon Persons formally 


proclaimed the week for officers of 
MONTGOMERY CHAPTER, Alabama. 


For the ROANOKE CHAPTER, Vir- 
ginia, the week was proclaimed by 
May A. Minton; secretaries were sa- 
luted in various commercial ads, and 





Mrs. Pauline Hough, President, Old Do- 
minion Chapter, Richmond, Virginia 
(right) presents portable typewriter to 
Dora Cecchi, first place winner, in the 
professional classification of the Speed 
Typing Contest sponsored by the Chap- 
ter. 


the week ended with a tea held at the 
home of Mrs. Elsie Howard. Roanoke’s 
new officers for the year are: Ruth Lay- 
man, President; Elsie Howard, Vice- 
President; Dorothy Maxey, Corres- 
ponding Secretary; Lena Beamer, Re- 
cording Secretary and Louise Shumate, 
Treasurer. 


The EXECUTIVE CHAPTER, Wash- 
ington, D. C., had as speaker on June 
9 former Congressman Jennings Ran- 
dolph, who spoke on “The Girl Be- 
hind the Desk.” Secretaries Day, June 
4, was selected for the installation of 
new officers, followed by a cocktail 
party. Special guests at this installation 
were Pearl Wray from SAN FERNAN- 
DO VALLEY and Marcia Johnson of the 
PITTSBURGH CHAPTER. 


With the able assistance and coop- 
eration of Joseph D. Wood, Richmond 
Dictaphone Office, serving as Chair- 
man of the Richmond National Secre- 
taries Week and Anne Raidabaugh, 
Publicity Chairman for the OLD Do- 
MINION CHAPTER, the RICHMOND 
CHAPTER began the week with four 
pictures of six members and a story 
about NSA and the local chapter in 
the Sunday, June 1, Richmond Times- 
Dispatch. On Monday afternoon at 
1:45, Polly Daffron, Woman's Com- 
mentator for Radio Station WRNL in- 
terviewed President Pauline Hough 
with quotes from the interview ap- 
pearing in the Thursday afternoon 
Richmond News Leader. 

There were ad inserts from Miller 
and Rhoads and Thalhimer depart- 
ment stores in the Richmond News 
Leader and Montaldo’s had a salute in 
their career girl’s window. 

The OLD DOMINION CHAPTER 
rounded out the week with a broad- 
cast over the local Mutual radio sta- 
tion on Saturday afternoon, June 7, 
with Mr. Arthur L. Walker, State Su- 
pervisor of Business Education, State 
Board of Education, Mr. John Baldwin, 
Personnel Director, Bank of Virginia, 
President Pauline Hough, and serving 
as moderator, Anne Raidabaugh. 


The OLD DOMINION CHAPTER did 
all right for itself a week before Na- 
tional Secretaries Week with a Speed 
Typing Contest, Richmond's first open 
speeding typing test. A member of 














Officers of the Winston-Salem Chapter, 
North Carolina were installed during 
National Secretaries Week. Left to right: 
Nevada Bates, Corresponding Secretary; 
Lottie Chitty, Vice President; Margaret 
Smith, Recording Secretary; Nell John- 
son, Treasurer; Margaret Chadwick, 
President. 


the Navy Training School in Rich- 
mond made the front page of the Rich- 
mond News Leader for the Chapter 
with a story and his picture. Four 
newspaper stories had preceded the 
contest and one followed, with ads 
appearing through the courtesy of Mil- 
ler and Rhoads department store. 


SOUTHWESTERN DISTRICT 
GLADys V. BAUER 
1930 Arizona Avenue 
Santa Monica, Calif. 


The El Paso, Texas, SUN AND SAGE 
CHAPTER initiated a study on Econom- 
ics last February and are enjoying a 
good attendance each Wednesday night 
in the home of different Chapter mem- 
bers. They have established a Scholar- 
ship Fund and have presented it to 
a “future secretary.” 

The members of TRINITY CHAPTER, 
Fort Worth, Texas, are attending a 
study course sponsored by their Chap- 
ter at Texas Christian University. 
Many new members have been gained 
through this CPS publicity and study 
course. 

COLUMBIA CHAPTER, Columbia, 
Missouri, elected Nadine Knowles, re- 
tiring president as “Secretary of the 
Year” at their Installation Dinner. Mrs. 
Elma Barton is the ‘new president. 

HEART OF AMERICA CHAPTER, 
Kansas City, Missouri, celebrated its 
sixth anniversary and installation, June 
9. Thomas Hutsell, Manager of Per- 
sonnel Training Division of Western 
Auto Company spoke on, “Adjusting 
To The Job.” 


Here are some highlights of the ac- - 


tivities in the Southwest District com- 
memorating National Secretaries 
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Week, June 1 to 7, 1952. 

The Mayors of Independence, Kan- 
sas City, St. Louis and Springfield, 
Missouri issued proclamations. There 
were numerous articles in the news- 
papers and on June 4 many secretaries 
received candy and flowers from their 
bosses. 

The HOUSTON (Texas) CHAPTER 
celebrated by installing the 1952-53 of- 
ficers at a special dinner meeting on 
June 3. Secretaries were in the lime- 
light during the week with many cour- 
tesies extended to the Chapter and 
much publicity given in the metropol- 
itan newspapers of Houston. Carroll 
Florists sent an orchid corsage for each 
of the new officers and a beautiful 
table arrangement; Christene Schuetze, 
winner of scholarship award was guest 
at the installation meeting and was in- 
terviewed by President Winnie Jacob- 
son on TV program “Best Foot For- 
ward” on Wednesday, June 4. J. D. 


bosses to luncheon in the beautiful 
Spanish Patio at Mission Inn at which 
time the proclamation issued by Mayor 
W. C. Evans was read by his deputy, 
John Neblett. Also at this luncheon 
was an officer of the Business and Pro- 
fessional Women’s Club with her boss, 
who is Secretary-Manager of the River- 
side Chamber of Commerce, thus 
strengthening inter-club relationships. 

On Thursday morning, June 5, Bud- 
dy Tuttle in her official role as Secre- 
tary to Mayor W. C. Evans, appeared 
on Marjorie Sharp’s Program broad- 
casting to the Valley of Paradise. As a 
result of this interview about Secre- 
taries and NSA in particular, Buddy 
was invited to handle the entire pro- 
gram for Miss Sharp on July 7, as her 
Guest Producer while Miss Sharp was 
on vacation. 

SAN DiEGO (California) CHAPTER 
is offering a full scholarship for a com- 
plete secretarial course at Kelsey-Jen- 





Helen Sewall of Big D Chapter, Dallas, Texas, installing officers of new Texas State 
College for Women Chapter at Denton, Texas. 


Sartwelle, Vice President of the Port 
City Stockyards Company and boss of 
member Glenora Brown entertained a 
group of members at the Houston Club 
on June 6; also Edna Ruth Anderson's 
boss of the A-1 Bit and Tool Com- 
pany entertained members at the Pe- 
troleum Club during this week. 

In addition to the proclamation is- 
sued by the Honorable John Butler, 
Mayor of San Diego to a representa- 
tive of NSA, Executive Secretaries, 
Legal and Medical Secretaries Associa- 
tions, the SAN DIEGO CHAPTER held 
“Open House” at a downtown address 
with special invitations sent to 100 
secretaries with the idea of interesting 
them in NSA and increasing member- 
ship. Results were gratifying. 

Fifteen members of the LADO DEL 
Rio CHAPTER, Riverside, took their 


ney Business College for a deserving 
1952 high school graduate. 

On June 14 several members of the 
QUEEN BEACH CHAPTER, Long Beach, 
California posed for pictures to appear 
in the newspaper showing secretaries at 
play—shots were taken of tennis play- 
ers, golfers, roller-skaters, fisherwomen, 
etc., and the convention delegate, Lil- 
lian Ober. 

During the latter part of May two 
QUEEN BEACH CHAPTER members, 
Betty Mahoney and Gertrude DraGoo 
participated as models in the yearly 
fashion show at Buffum’s in connec- 
tion with Charm Magazine's “Two 
Weeks With Pay.” 

On the social calendar of GIRARDOT 
CHAPTER, Cape Girardeau, Missouri, 
was the Mother and Daughter banquet. 
Corsages were given to each guest. The 
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Installation of Officers, Queen Beach 
Chapter, Long Beach, Calif. Madaline 
Ferguson, President; Terry McPherson, 
First Vice President; Betty Mahoney, 
Second Vice President; Letty Gillespie, 
Corresponding Secretary; Fern Medeiros, 
Recording Secretary; Ann Gahry, Treas- 
urer; and Jo Maes Knoerr, ICC Repre- 
sentative. 


Chapter also installed new officers for 
the coming year. 

Six chapters in the Los Angeles area 
—QUEEN BEACH CHAPTER at Long 
Beach, Los ANGELES, WILSHIRE AND 
HOLLYWooD CHAPTERS of Los Ange- 
les, SAN FERNANDO VALLEY CHAP- 
TER of Burbank and the SANTA MON- 
ICA CHAPTER arranged for a program 
and banquet at the Carolina Pines Res- 
taurant with Betty Robbin, President 
of the Wilshire Chapter chairing the 
event. With the assistance of the 
Young and Rubicam local advertising 
representative, Mr. J. O’Brien and cli- 
ent, the Dictaphone Corporation, rep- 
resented by Mr. D. W. Sandberg, Dis- 
trict Manager of Southern California 
who were among the honored guests, 
much publicity was received. Velma 
Barnett, 1951-52 president of the Los 
ANGELES CHAPTER and member Lucy 
Enos were interviewed on radio pro- 
grams; Bullocks Department store ran 
a full page ad in honor of National 
Secretaries Week and the newspapers 
and feature writers gave an excellent 
coverage. 

Special guests at the banquet were 


representatives of Fletcher Bowron, . 


Mayor of Los Angeles; Walter Mans- 
field, Mayor of Burbank; Mr. Chace, 
Mayor of Long Beach; District At- 
torney’s Office, Better Business Bu- 
reau, Santa Monica and Los Angeles 
Chambers of Commerce and city offi- 
cials of Santa Monica and Long Beach. 
Proclamations were issued by the may- 
ors of Long Beach, Burbank and Los 
Angeles. 

The NSA members contributing to 
the program were Lillian Steers (San- 
ta Monica) giving a History of the 
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National Secretaries Association, Vel- 
ma Barnett (Los Angeles) “The 
Growth of the Secretary” and Gladys 
Bauer (Santa Monica) “Why CPS?” 

Members of the GIRARDOT CHAP- 
TER again assisted with the Red Cross 
Bloodmobile. The local newspaper car- 
ried a photograph on the front page 
of members registering National 
Guard units as well as Naval Reserv- 
ists, who turned out en masse. 

Mickey Aldrich of the HOUSTON 
CHAPTER entertained fellow-members 
at a wiener roast which included such 
informal fun as archery, croquet, horse- 
shoe pitching and darts. 

The HOUSTON CHAPTER raffled a 
$50 Sakowitz gift certificate. Lucky 
winner was Betty Garnett. 

The Membership Committee of 
TOWER LIGHTS CHAPTER, Austin, 
Texas, held a membership buffet din- 
ner party in the lovely yard of Eugenia 
Sapp. Twenty-five prospective mem- 
bers listened to talks by three Chapter 
members on the “Aims and Purposes 
of NSA,” “Activities of Tower Lights 
Chapter,” and “The CPS Program.” 

Nine members of TOWER LIGHTS 
CHAPTER received three credits from 
the University of Texas for having 
participated in the Extension Course 
preparatory to taking the CPS Exam- 
ination in October. 

The CPS Chairman, Ann Brice, of 
ANACACHO CHAPTER, San Antonio, 
Texas, has announced plans for organ- 
izing a CPS Preparatory Course to be 
given by Dr. A. A. Haberly, Director 
of the Downtown Division of Trinity 
University. 

Nu-SAC-AN CHAPTER, Wichita 
Falls,Texas, has been busy swelling the 
treasury by holding a drawing for 
smoked hams and an auction sale. A 





Members of the Rogue River Chapter, 
Medford, Oregon, perform much of the 
paper work involved in the blood pro- 
gram on a volunteer basis. Shown above 
are, left to right, Gloria Minneci, Mar- 
garet Robeson, Darlyne Rudd, Betty 
Brugman, and Jeanne Brown. 


number of their members are attend- 
ing a series of “Women’s Financing” 
Forums, sponsored by the First Na- 
tional Bank of Wichita Falls. 


NORTHWESTERN DISTRICT 
Miss LAURIE MAE SANDERS 
1326 East Ninth Street 
Olympia, Washington 


Congratulations to SIOUX CHAPTER, 
Sioux City, Iowa on its Eighth Birth- 
day! “Queen for a Day” was the theme. 
Included in the evening’s events was 
the initiation of five new members, 
two of whom are identical twins. 

Also in Iowa, seven members of 
VICTORY CHAPTER, Waterloo, attend- 
ed a Tea given by ROBERT LUCAS 
CHAPTER, Iowa City, and were taken 
on a tour of the city, the hostesses act- 
ing as chauffeurs. TALL CORN CHAP- 
TER, Council Bluffs, was honored by 
being one of four organizations asked 
to sponsor a tea for the girls graduat- 
ing from the three local high schools. 

ROGUE RIVER CHAPTER, Medford, 
Oregon, has a new Honorary Member, 
Professor Alwin V. Miller of the 
Southern Oregon College of Education. 
Professor Miller was given this honor 
in recognition of his outstanding serv- 
ices in behalf of NSA. The Honorary 
Membership was announced at a meet- 
ing hosted by KLAMATH FALLS CHAP- 
TER. Among the guests present were 
Mr. McDonald, President of NOMA; 
Mr. Gralapp, Superintendent of Kla- 
math Falls City Schools, and Miss Nora 
Hansen of SACAJAWEA CHAPTER, 
Seattle, Washington, the ICC Chair- 
man of Region I, as well as members 
from CASCADE CHAPTER, Salem, and 
ROGUE RIVER CHAPTER. 

National Secretaries Week was cele- 
brated by PIKES PEAK CHAPTER, Colo- 





Bernice Wilson, voted Secretary of the 
Year by the Spokane Chapter, Spokane, 
Washington was presented with an 
orchid by Frank Lavagetto, representing 
the Allied Florists of Spokane. Miss Wil- 
son is secretary to Virgil A. Warren of 
the Warren Advertising Agency. 
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THE TYPISTS “PAL” 


The Erasaguard COMPLEMENTS the function of the ERASER. 
With it you can cleanly REMOVE all trace of errors. 
SAVES enough TIME in ONE DAY to pay for itself. 


Smooth Aluminum surface to erase against 
on both original and carbon copies. 


Curved surface exactly conforms to curved 
platen. 


Just place it behind the sheet you wish to 
erase from. 


Instantly allows letters to be set up by su- 
pervisors as measurements conform to type 
spacing. 

Supplied for Elite or Pica type. 


Edges do not slip on paper so can be used 
for drawing with a pen and positively no 
blotting. 


Many letters confirm that the Erasaguard 
is indispensable for efficiency. One Secretary 
writes, “I used Erasaguard for several months 
in an office where I was formerly employed 
and now I find it difficult to get along effi- 
ciently without one. I would like to purchase 
one or two. Is there a dealer in this territory?” 


* 
The Erasaguard is a positive necessity on 
every Typists’ Desk. 


Sold only by Kee Lox Mfg. Co., Rochester, N. Y., and Branches. Patent 22600089. Price $4.20 per dozen, but you 
can have one for yourself by sending 35c U.S. Stamps with the attached Coupon. Not over two on any one coupon 
at this price unless one dozen or more is ordered. 


You need a PAL? 
BE HAPPY 
With a REAL ONE 


d 
Send Coupon at Once a « 
THANKS Street 
@ City . 
You will thank us too! Signed by 





Please send 


Enclosed is 


SHE DOES MAKE MISTAKES 








But She Says “This Erasaguard makes 
erasures so Easy that It’s My Real Pal” 





KEE LOX MFG. CO., ROCHESTER 1, N. Y. SEC 


U. S. Stamps. 


} 
] 
Dozen ERASAGUARDS Pica (] Elite (] ; 
! 
| 
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New officers for the coming year were installed by the Lake 
Shore Chapter, Chicago, Illinois. Left to right: Edith Hewitt, 
Recording Secretary; Emily Rauch, Treasurer; Ruth Gallinot, 
President; Clare Jennings, Illinois State Advisor; Eleanor Dam- 
ko, Vice President; Margery Kull, Corresponding Secretary. 


rado Springs, Colorado, with a lunch- 
eon held at the Swiss Chalet and by 
MINN - ARROW CHAPTER, Duluth, 
Minnesota, with dinner at The Flame. 


A Student Loan Fund is being es- 
tablished by MELIOR VITA CHAPTER, 
Sioux Falls, South Dakota, whereby a 
needy girl interested in furthering her 
secretarial education will be loaned 
money from the fund, such money to 
be repaid at a future time. MELIOR 
VITA recently completed issuance of a 
24-page brochure which the members 
compiled and mimeographed and 
which will be given to all patients 
when they enter the Veterans Hospital. 
The brochure outlines the activities 
and services offered by the various 
service and civic organizations that 
constitute the VA Volunteer Service. 


Making their June meetings doubly 
festive were the EVERGREEN CHAPTER 
and COLUMBINE CHAPTER, Denver, 
and the OLYMPIA (Washington) 
CHAPTER which installed new slates 
of officers and initiated new members 
with impressive ceremonies. 


The SPOKANE (Washington) CHAP- 
TER has named Bernice Wilson as “Sec- 
retary of the Year.” This is the second 
such annual award. Miss Wilson re- 
ceived the honor for her untiring ef- 
forts to further the educational stand- 
ards of secretaryship and her extreme 
diligence and devotion in advancing 
the purposes and objectives of NSA. 
Miss Wilson was instrumental in bring- 
ing the top educators of the nearby 
colleges and universities to the Chap- 
ter study groups on a voluntary basis, 
increasing the interest of both the ed- 
ucators and NSA members in CPS. 
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NORTHEASTERN DISTRICT 
Mrs. LEO HORCHOW 
c/o J. C. Breyfogle 
74 E. Gay Street 
Columbus 15, Ohio 


June, the month of brides and sec- 
retaries! Many of our Northeast Chap- 
ters are singing the praises of National 
Secretaries Week. The vast amount of 
publicity received would certainly de- 
note its success; growth of member- 
ship could assure it. 


Mrs. Maybelle Shepard had just been 
installed as the new president of the 
HARTFORD, Connecticut CHAPTER 
when she was invited to be guest 
speaker at the Rotary luncheon in 
honor of National Secretaries Week. 
250 members were present. The suc- 
cess of her speech was indicated by 
many of the employers of Rotary sug- 
gesting that their own secretaries join 
NSA. 


Dorothy Espelin, President of the 
WATERBURY, Connecticut CHAPTER, 
promoted NSW in that city by appear- 
ing on a radio program sponsored by 
the Dictaphone Corporation repre- 
sentative. Twenty members of this 
Chapter were awarded certificates for 
completion of a course in Advanced 
Secretarial Technique on National Sec- 
retaries Day, June 4. Mayor Raymond 
E. Snyder launched NSW in HArRT- 
FORD with the signing of a Proclama- 
tion. This Chapter closed a most suc- 
cessful year by installing ten new 
members. 

Mayor Earl Linkogle proclaimed 
NSW for the members of the ALTON, 
Illinois CHAPTER. 


New officers for Yo-Mah-O Chapter, Youngstown, Ohio were 
installed at their June meeting. Left to right: Ruth Schorn- 
dorfer, Vice President; Mrs. P. C. Pickard, Corresponding 
Secretary; Mrs. Gertrude Gorham, President; Dorothy Evers, 
Treasurer; Martha Reeves, Assistant Treasurer; Mrs. Helen 
Kartman, Recording Secretary. 


Publicizing NSW in WAUKEGAN, 
Illinois included newspaper articles 
and pictures; a ten minute radio inter- 
view of the new chapter president and 
her employer; a luncheon for twenty- 
two secretaries given by one of the 
leading manufacturing concerns of the 
city. 

CROSSROADS OF AMERICA CHAP- 
TER, Indianapolis had its Proclamation 
signed by both the Governor of Indi- 
ana and the Mayor of Indianapolis. 
Its members participated in several 
radio programs, and attended a recep- 
tion at the Indianapolis Athletic Club 
on National Secretaries Day arranged 
for some seventy by the Dictaphone 
Corporation. Other organizations rep- 
resented at this dinner were NOMA 
and the Personnel Women’s Associa- 
tion. Seven new members were accept- 
ed into this Chapter in July. 


Several NE District Chapters took 
advantage of NSW as an appropriate 
time to name and honor their Secre- 
tary-of-the-Year candidates to Wash- 
ington in July. 

DETROIT ‘TRANSCRIPT CHAPTER, 
Michigan, named Edna Brown its Bul- 
letin Editor. As newly elected President 
of this Chapter also, she will serve as 
its delegate to the Convention. 


The BUFFALO CHAPTER, New York 
has chosen Lois Anne Dryer as its Sec- 
retary-of-the-Year and held a Juncheon 
in her honor, June 5 at the Hotel La- 
fayette. More than 200 secretaries and 
their employers attended. 


Pearl Taylor, President of the Co- 
LUMBUS CHAPTER, Ohio has informed 
your reporter that she has been named 
Secretary-of-the-Year as well as Alter- 
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nate Delegate to the Convention. Four 
members of this Chapter accepted an 
invitation from Dr. Charles B. Hicks, 
to participate in a skit titled “Here’s 
How,” on the program of the First 
Ohio Secretarial Institute. This two- 
day session held June 9-10 at the Ohio 
Union on the Ohio State University 
Campus, was sponsored by The De- 
partment of Business Organization in 
cooperation with the Columbus Bar 
Association’s Fourth Annual Legal 
Secretaries Institute and The National 
Secretaries Association. 

In Rochester, New York, members 
of THE FLOWER CITY CHAPTER were 
busy during NSW working up radio 
programs and spot announcements 
which appeared throughout the entire 
week. Newspaper publicity was ex- 
cellent and all merchants were coop- 
erative. One store, McCurdy’s, put on 
a fashion show of “career girl” crea- 
tions, in which five NSA members act- 
ed as models. 


Akron, Ohio’s TIRE TOWN CHAP- 
TER is proud of the records of two of 
its members, Mary Walter and Carolyn 
Strzen, both of whom were specially 
honored during NSW. Fifteen T1RE- 
TOWNERS attended the ANN ARBOR, 
Michigan Workshop on June 7. Dr. 
Irene Place arranged the interesting 
and instructive program for this worth- 
while weekend affair. 


HARRISBURG CHAPTER, Pennsylva- 
nia received the most outstanding pub- 
licity and honors during NSW. News- 
paper and radio releases were good, 
the Mary Sachs Store paid special trib- 
ute to all secretaries; a letter was 
written by the Chamber of Commerce 
to the Merchants Committee, and the 
Mayor of Harrisburg signed a Procla- 
mation. Chapter President, Mrs. Paul- 
ine F. Miller, was guest at the Rotary 
luncheon. Margaret Miller, NSA mem- 
ber, spoke at the Lion’s Club luncheon. 
Pauline and H. P. Sauer, of Dictaphone 
Corporation, were interviewed on 
NSD. Mrs. Miller and Mrs. Susan Fos- 
ter were honor guests of Kiwanis on 
June 5, and Friday brought the climax- 
ing reception at the Penn Harris Hotel, 
honoring Mrs. Charles J. Ware, Hon- 
orary Chairman of NSW. 


Mayor Kendig C. Bare of Lancaster, 
Pennsylvania, proclaimed NSW for 
the CONESTOGA CHAPTER. Several 
CONESTOGA members accompanied by 
Catherine Baltasser, State Advisor and 
Past Secretary-of-the-Year, were guests 
on the WGAL-TV forum program 
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June 1. On June 2, it was radio, with 
four NSA members on Station WGAL. 

PITTSBURGH CHAPTER, Pennsylva- 
nia has proof that not only are its 
members masters of office routine, but 
also have many interesting hobbies. 
This Chapter received outstanding 
publicity during NSW by the exhibi- 
tion of “Secretaries Hobbies” a display 
in the Reliance Life Hobby Theatre, 
a window in one of the most promi- 
nent buildings in downtown Pitts- 
burgh. On exhibition were Jill Bohn’s 
“Friendglow” Candle, a careful blend- 
ing of candle drippings of more than 
four years duration; the hat she made 
and wore in the 1949 Easter Parade, 
in New York City, with which she 
rated a photograph in the rotogravure; 
forty-two books she has compiled on 
her travels throughout the United 
States, Bermuda and the West Indies, 
complete with photographs. Mathilda 
Weber displayed a beautiful crocheted 
doilie; Marie Samson found her water 
color paintings catching everyone's at- 
tention; Mary Grace Dell could well 
be proud of her self-designed skirt; 
Margaret Kirsch exhibited a colorful 
knit evening wrap, a sweater and 
socks; and needlepoint of outstanding 
design was the work displayed by 
Agnes Fox. Completing this exhibit 
was the NSW Proclamation signed by 
Mayor Lawrence and copies of Pitt 
Patter, Chapter Bulletin and THE SEC- 
RETARY. 

PROVIDENCE CHAPTER, Rhode Is- 
land received a Proclamation from 
Governor Dennis J. Roberts, declaring 
NSW and members were honored on 
NSD at a luncheon at the Sheraton- 
Biltmore Hotel. 

Turning to NSA Chapter events, 
NEWARK CHAPTER, New Jersey de- 
scribes the New Jersey State Meeting 
as “smooth as silk and a yard wide.” 
One hundred and fourteen members 
and guests attended. Six exhibitors and 
staffs helped round out this perfect 
affair. NEVP, Mrs. Lilyan Miller, was 
guest speaker. Local speakers included 
Mary P. McLean, Senior Business Li- 
brarian of the Newark Business Li- 
brary; Charlotte Quinn, New Jersey 
State Advisor, and Helen Follwell, 
Chapter President. Invocation was by 
Dean Frederick J. Warnecke of Trinity 
Cathedral. Exhibitors were the Thomas 
A. Edison Corporation, the Interna- 
tional Business Machines Corp., the 
Meeker Mimeograph Company, the 
Shaw-Walker Company, the Vari-Type 
Corporation, and the Newark Library. 


Publicity was good and everyone felt 
this first New Jersey State Meeting 
was a splendid success. 

LAKE SHORE CHAPTER, Chicago 
held a Membership Tea in May with 
41 guests and 36 members attending. 
PATERSON CHAPTER, New Jersey vot- 
ed to cooperate with the Paterson 
Nurse Recruitment Committee to 
sponsor a three-year scholarship for a 
girl wishing to enter the nursing pro- 
fession. Installation recently by AL- 
BANY CHAPTER, New York ushered in 
as President, K. Jane Brown who was 
its first President, appointed when the 
Chapter was organized five years back. 
This Chapter added 26 new members 
this year and boasts a new scholarship 
program. Another installation service 
is reported by COPPER City CHAPTER, 
Rome, New York with National Sec- 
retary Dolores Lang as guest speaker. 
ALTON CHAPTER, Illinois recently in- 
stalled new officers and SYRACUSE 
CHAPTER, New York; YO-MAH-O 
CHAPTER, Youngstown, Ohio reports 
installation of officers, and the selec- 
tion of Lois Shindledecker as its en- 
trant for the Secretary-of-the-Year con- 
test in Washington. The UTICA CHAP- 
TER, New York recently held its sec- 
ond annual Secretary-for-the Day Proj- 
ect—a healthy program for NSA, 
where young would-be secretaries are 
taken under the wings of actual secre- 
taries and enjoy a day in various of- 
fices under the guidance of these vet- 
erans, in cooperation with their bosses. 
The MOUNDBUILDERS CHAPTER, New- 
ark, Ohio permitted their mothers to 
participate with them in enjoying a 
dinner and musical in June. PHILA- 
DELPHIA CHAPTER, Pennsylvania de- 
serves a hand for having installed a 
new Chapter in NORRISTOWN, Penn- 
sylvania on NSD, June 4. It will soon 
be Music Circus time at LAMBERT- 
VILLE for members of this Chapter 
and this year they will see the ever 
popular “Roberta.” They took their 
adopted children of the Hope and 
Frankiin Day Nurseries to the Zoo in 
June. May found the members of the 
HARRISBURG CHAPTER being enter- 
tained at the Penn Harris Hotel with 
a South American Dinner, planned by 
Franklin Moore, Managing Director 
and President of the Hotel. Twelve 
members of CONESTOGA CHAPTER, 
and eighty members from the YORK, 
HARRISBURG, READING, PHILADEL- 
PHIA and CAMDEN CHAPTERS toured 
Lancaster County and visited the Am- 
ish Country on June 14. 
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it’s better and longer lasti 


INKED RIBBONS « CARBON PAPERS « UNIMASTERS « DUPLICATING SUPPLIES 


“Alh yourecal PRNAMA-BEAVER MAN... 2lvay_2 Loe witel— 


ATLANTA, The Tidwell Company AURORA, Panama-Beaver, Inc. BALTIMORE, Coronet Carbon & Ribbon Co. BATON ROUGE, Kuhlmann Office Supply 
BEAUMONT, Vondersmith Co. BIRMINGHAM, Kime Carbon Company BOSTON, Manifold Supplies Co. of Mass. BUFFALLO, Century Carbon Co. CHAT- 
TANOOGA, Panama-Beaver, Inc. CHICAGO, Panama-Beaver, Inc. CINCINNATI, Panama-Beaver, Inc. CLEVELAND, Panama Carbon Co. COLUMBIA, S. C., 
A. Hines McWaters COLUMBUS, Panama Carbon Co. DALLAS, Panama Carbon Co. DAVENPORT, Panama Carbon Co. DENVER, Commercial Products 
Co. DES MOINES, Panama Carbon Co. DETROIT, Panama Carbon Co. EL PASO, Office Supply Company EVANSVILLE, Panama-Beaver, Inc. FORT WAYNE, 
Panama-Beaver, Inc. FORT WORTH, Mayton & Roddy HARRISBURG, Coronet Carbon & Ribbon Co. HOUS TON, Benson Carbon & Ribbon Co. 
HUNTINGTON, Huntington Typewriter Co. INDIANAPOLIS, Panama- Beaver, Inc. JACKSON, Standard Stationers JACKSONVILLE, LA., The Rushton 
Company KANSAS ‘CI Y, Panama-Beaver, Inc. KNOXVILLE, Panama-Beaver, Inc. LOS ANGELES, Wilson’s Carbon Co., Ltd. LOUISVILLE, Panama- 
Beaver, Inc. MARQUETTE, Upper Peninsula Office Supply Co. MEMPHIS, Panama-Beaver, Inc. MIAMI, Panama Carbon Company MILWAUKEE, 
Panama-Beaver, Inc. MINNEAPOLIS, Panama Carbon Co. MOBILE, Office Supplies, Inc. MONTREAL, CANADA, Stencils Ltd. NASHVILLE, Panama- 
Beaver, Inc. NEW ORLEANS, Panama-Beaver, Inc. NEW YORK, Mutual Ribbon & Carbon Co. NEWARK, Wm. H. Coleman Associates OKLAHOMA 
CITY, Branham’s, Inc. OMAHA, Panama Carbon Company PATERSON, Wm. H. Coleman Associates PEORIA, Panama-Beaver, Inc. PHILADELPHIA, 
Carbon & Ribbon Service PITTSBURGH, Panama Carbon Co. PORTLAND, Simmons Carbon Co. RICHMOND, Cole, Harding & James, Inc. ROANOKE, 
Caldwell Sites Co. ROCKFORD, Panama- Beaver, Inc. ST. LOUIS, Panama- Beaver, Inc. ST. PAUL, Panama Carbon Co. SAN ANTONIO, Paul —_— 
Co. SAN FRANCISCO, Panama Carbon Co. SOUTH BEND, Panama- Beaver, Inc. SPOKANE, Imperial Carbon Co. TAMPA, scatallings-Jenkins Co. TERRE 
HAUTE, Panama- Beaver, Inc. TULSA, Panama Carbon Company WASHINGTON, Coronet Carbon & Ribbon Co. WAUKEGA N, Panama- x tenth Inc. 
WICHITA, Panama-Beaver, Inc. WINNIPEG, CANADA, G. R. Bradley & Co., Ltd. TORONTO, CANADA, Stephens Sales, Ltd. 








